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be maintained by the Finance Department and reported to the employee by means of a payroll 
stub entry.   

 
New employees shall begin with a balance of zero (0). Each year on the employee’s 

birthday, the employee’s leave bank shall be credited with eight (8) hours of personal leave.  
The leave bank shall also be credited with eight (8) hours of leave each year on February 12 
and September 9, in recognition of prior holidays for Lincoln’s Birthday and Admission Day, 
respectively.  Similarly, on Good Friday each year the employee’s leave bank shall be credited 
with four (4) hours of leave. 

 
An employee desiring to take personal leave must make such request in writing to the 

department head at least seven (7) days prior to the proposed leave, unless otherwise agreed 
to by the City.  Approval of such time off shall be subject to the operating requirements of the 
department in which the employee works. 

 
Employees will be permitted to accumulate up to a maximum of forty-eight (48) hours in 

personal leave. An employee whose personal leave bank exceeds 48 hours as of March 12, 
2001, will have the hours in excess of 48 transferred to a separate account.  Such employee 
will have six months to develop a plan for using the balance in this account.  Any hours not 
used will be paid to the employee at the employee’s hourly rate as of March 12, 2001. 

 
Employees will also be allowed to borrow against future accruals by overdrawing the bank 

by up to twenty-four (24) hours.  Upon termination of employment, an employee shall be paid in 
a lump sum for all hours remaining in the leave bank, at the employee’s final straight-time rate. 
 In the event that an employee leaves City employment with an overdrawn leave bank, the 
employee shall reimburse the City for the deficit, at the employee’s final straight-time rate. 
 
Section 19.8 Catastrophic Leave 
 

Employees of this bargaining unit may voluntarily donate vacation leave, holiday leave and 
compensatory time off to a common bank from which other employees in the bargaining unit 
may draw in case of their personal illness when they have exhausted sick leave.  Catastrophic 
illness or injury shall be defined for this purpose to mean a life threatening or debilitating illness 
or injury. 

 
The City may require that the catastrophic nature of the condition be confirmed by a 

doctor=s report. Donated leave will be credited to the receiving employee=s sick leave 
balance on an hour for hour basis and shall be paid at the rate of pay of the receiving 
employee. 
 
Section 19.9  Leave with Pay, Extenuating Circumstances 
 

(a)  Occasionally, due to the 24 hour nature of City activities, there are emergency 
situations [flooding, pipe breaks, trees down, etc.] which can result in the call back of duty 
personnel, standby personnel, and in some cases, all available personnel. In the interest of 


